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Overview

Introduction

Welcome to the Web Kinship Care Tracking System (KCTS), the system that
provides the essential elementsto help you with the task of administration and
tracking of eventsrelated to Kinship Care. Until now, an antiquated Access system or
paper forms have been the primary method of recording and reporting eventsto the
Department of Health & Family Services and the Department of Workforce
Development in Madison, Wisconsin. Now, the KCTS new web technology provides
an automated solution to many of the tasks associated with reporting information
required by the federal government. Web KCTSwill serve as the reporting system for
Kinship Care until your county begins using the Wisconsin Statewide Automated
Child Welfare Information System (WiSACWIS).

County/tribe users can use Web KCTS to:
Improve the accuracy of their county/tribe Kinship Care information.
View, edit, and report on their county/tribe Kinship Care data.

State users can use Web KCTS to:
Improve the accuracy of statewide Kinship Care information.

Reduce the need to edit Kinship Care information supplied by the
counties.

L essen the time and cost necessary to produce the federal reporting
requirements.

View, edit, and report on statewide Kinship Care data.

It isassumed that in order to use Web KCTS, you are comfortable with Microsoft
Windows and the World Wide Web. If you are uncertain about your Windows and
web skills, you may want to take courses in basic Windows and web navigation. For
state users, The Learning Center (TLC) at the Department of Health & Family Services
offers such courses.

In the next few pages, we will explore some of the basic Web KCTS functions. After
learning the basics, you'll be ready to use Web KCTS.
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Web KCTS Basics

This section provides an overview of the Web KCTS working environment and 1ooks
at some of the techniques used by the program. Y ou’ Il find that both the appearance
and functionality of Web KCTSis easy to use and models the current reporting
system for Kinship Care.

Mouse Actions

Throughout this manual the word click is used to refer to basic mouse actions.
Clicking involves pressing and then releasing the left mouse button while holding the
mouse stationary.

List Boxes

In many cases, it’s quicker and easier to select an item from alist than to remember
the value or name you want to type. A list of choices helpsto ensure that theitem
entered is correct. The Web KCTS program uses lists. A list box allowsyou to select
avauefromthelist.

Employment status | Employved ;‘

Buttons

Buttons are used to activate many Web KCTS functions. To activate afunction,
simply place the mouse pointer on the button and click the mouse.

Llpdate This Child

Esc

If you make a mistake while entering data, before you hit the Update button, hit Esc
once to undo the changes for the current field. Hit Esc again to undo the changes for
the whole screen. If you are on afield with alist box, the Esc button will not work.
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Searching for Data

When you want to find a specific record or arange of record values, you can use the
Search section of the Search/Results screen. To start a search, type in the appropriate
search term (see page 9) and then click the search/refresh button.

Search: Ismith| Search/Refresh |

Selecting a Record

To moveto arecord in the database, use the Search/Results screen to bring up alist
of recordsin the Results section. Then click on the underlined record identifier for
the record that you want to view or edit.

| DHFS knshi Gare Renuhs ¥om ‘Saarch/Rafresh’
|Caregwer age # Coly Triba Canagrear Mamea Caragivar BEM  CARES &  Criw/Triba ©
Child Seg Child Mams Cehid 55m CARES ARl Gierle

Payment Episode Start Date Payiment End Date

oo Adames  |Smith, Jobn O ST 11 20T
& Bmith, James & o000 IEEAIA44 1
RE=EFHTE AmaAn
Zoon0g
E Emith, Joszica b =411 1513514444 F

193802

Adding a Record

To add anew entry in the database, you may do so by clicking the Add Caregiver
button at the top of the search/results screen or clicking the Add button located at
the bottom of the caregiver or child screen. After clicking the Add button, the screen
clears (except for defaults) and it’s now ready for entry of anew record.

Add Child for This Caregiver

Deleting a Record

To delete arecord, click the Delete button found at the bottom of screen. Thiswill
delete the entire record. Please note if you only want to close a case, you need to fill

Dielete This Caregiver

in the payment end date. Y ou do not want to delete the entire case.

Printing a Screen

To print the information displayed on the screen, click the Print button in the browser
toolbar.
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Exiting a Screen

To exit ascreen click the X (exit) button found in the upper right hand corner of the
window.

|
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Using Web KCTS

Getting Started

To run Web KCTSyou will need aweb browser. Web KCTS has been tested
satisfactorily with Internet Explorer 4.0, 5.0, and 6.0, and Netscape 6.0. If you have a
different version of aweb browser and Web KCTS is not working with your browser

contact your IT support staff. If you are still having difficulties connecting to Web
KCTS contact the State Central Office (see page 28).

To start Web KCTS, start your web browser, and go to the public DHFS web site:
http://www.dhfs.state.wi.us/

[ [k ey Fecsbc Jook [ -

. = D 9 e R P T (N A R
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I |
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| !:-III--‘.- niky S
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Frograma & Sérnns
Pariners & Providors

Liganring

Rolorvrsee Do

Afwnd [HFE Lowdiond L Sy Heas Pdagee, Ll Lhmens ey Erpinprins
Thrsiay, Ot H, 211
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Then click on the Partners & Providers button:

Partners & Providers |

|Partriers & Providers

Then click on the line that says Kinship Care Tracking System (KCTS):

J-1 Visa Waiver Frogram
Kinship Care Tracking System (KCTS)
Local Public Health Department Listings

Click yes or OK to any messages about proceeding despite the questionabl e security
certificate.

Y ou will be prompted to enter your Username and Password in order to login to the
web security system. If you do not have a username and password, contact the State
Central Office (see page 28).

!? == Wisconsin
ﬂl |E Department of Health & Family Services

Please log n
Please enber wour uzernaree and passarord

eername: [

Pagmarord |

After you successfully login, the Web KCTS MainMenu will appear:

DHES Einship Care Tracking System (K CTE)
V252
lain MWen - Connect

@ 2002 Emnship Care
Divzion of Children & Family Services
Departtnent of Health & Family Serwices
otate of Wisconsin

Y ou must first use this button to connect to the database

Connectto database |
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Select the Connect to database button to connect to the Web Kinship Care database
and bring up the MainMenu Connected screen:

DHFES Einship Care Tracking Syatem (KCTS)
v2.92
Ifan enu

2 2002 Emship Care
Diwision of Children & Family Services
Depatttnent of Health & Family Setwices
State of Wisconsin

Clonnected

(Additianal) Search 'Windom |

Administratian | Fiepn:urtsl Utilitiesl

Notice the 4 buttons on the screen. Now, let’ s see what they do.

MainMenu Buttons

Y ou use these buttons to activate the main Web KCTS screens.

Additional Search Window

(Additional) Search YWindow

Select the Additional Search Window button if you want to bring up the
Search/Results screen. Thisisthe main screen where you can select arecord already
in the system and enter new records.

Administration

Administration

Use the Administration button to do functions to edit or add to administrative ook-
up tables. Administrative look-up tables control those items that appear in list boxes.
Also Administration has functionsto initially run all records through the validation
edits. (Only DHFS administrative userswill be able to do these administrative
functions.)
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Reports

Feports I
Use the Reports button to display various reports.
Utilities
ILitilities |

Use the Utilities button to run the monthly Signoff utility. You must signoff by the
tenth of each month after you have completed your data entry for the previous
month.

Now let’slook at how these features help you with your Kinship Care reporting.
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Search/Results

Typethe text
you are
searchingonin
the Search text
box (i.e. Smith).

Search

The Connect to Database button on the MainMenu activates a screen for searching
for and accessing caregivers or children already in the system. Thetop Search

CHEE Kinabip Cae Search

Smarcres: Cansygwer Lagl e, Coes Bonper. CARES Case Fumbar CoxntydTnbie Cees Famber, Carsgrer S50 Chaid L) Rame, CARES FIH, Chid 55K 0
T &0 garl asaah, rama s hasa @ TElaE W Bearch A1 Cararer D M Papnient Epdioda Cagess shich mssa tha orler sil ba sitimed
CauniyiTrse

Eaoh - [rith T | / Smmch waidaia | Saarh Erom ||

Click the
Search/Refresh
button to begin
the search for

the text you
tvnaod

The Search,
Validate button
will runall
records found
through
validation edits.
(See Validation
Edits section
below.) This
search will also
bring up al the
cases for your
county.

/

ion of Search/Resultsis alsg’the starting point for adding a caregiver tot

The search will search Caregiver Last Name, Case Number,
County/Tribe Case Numbey, Caregiver SSN, Child Last N
Child SSN. Numbers haye an exact search; names have
Caregiver-Child-Paymgnt Episode case recordsthat m

the CARES Case Number,
e, the CARESPIN, and
"starts with" search{ All
the criteriawill be returned.

— Click the Add
e Search Errors button Tolimit the search to Caregiver button

will return only records one County/Tribe, use to add a new
found from the search thislist box. caregiver.
which have validation (County/Tribe users
errors. are limited to records

for their own

county/tribe, and will

not see this option.)

Validation Edits

The record validation edits are processes done to the Caregiver, Child, and Payment
Episode records, where the datais checked for missing or invalid values. One or more
errorswill cause the Valid Indicator for the record to be set to invalid, and the data for
that record, or any of its dependent records, will not be reflected in any reports or
extracts. There are also warnings that will show up on the screen, which do not count

Web Kinship Care Tracking System (KCTS)
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The Caregiver Case#
can be clicked on to
view/edit this
particular caregiver.

The Child Sequence
can be clicked onto
view/edit this
particular child.

The payment episode
Start Date can be
clicked on to view/edit
this particular
Payment Episode.

aserrors and will not cause the Valid Indicator to be set to invalid. (For alist of
validation errors, see the Validation EditsErrors section on page 23.)

Results

After one of the three Search buttons has been clicked, the results will be returned in
the Results section of the Search/Results screen. Caregiver fields arein green; Child

DIHFS Wi sehe Care Search T 1L |

Bttt Cirbipir Lasl Mae, C i by, CAAER Datbe Mot SoumaTiis Carsi Mufnbs, Cartoivis BEIR, G 00 Lasd Wadvie, CORES P, Chikd S200 buibsd
Fowm A prmct wmych, amee bosm 8 “rare wih ek £ L'uwl‘rlﬂ:hpmﬂ Fpneede caase which masd (ke entenn il be relamed

Sparch [ | | | ‘:%""1‘"
OHES Faeshig Care Hesolis fram Spachieimeh

ol Cont ¥ CAIETIDe | Daege Heme Cwrgher BSN CAREI A CnipTite Casesf| Asiess | iy i

Thid Sex Chik Hams ChMISEH  CARCEPN | Geme HRE Date el

Piryme i Enbods Siax Do Papmanl Sad Dme i

TR0 1P} Eins | B, dohnd et [T ) ([[FriEer] 123 Bay Edrel Bayiown [Tes

& Exvth, Jariics 4 | DA [E:Em ] Te
/ mai A0 e
TR E T

g S, Josaca M EEE ENB WA F C==hl =

- -

fieldsarein blue; and Payment Episodes arein yellow.

Valid Yesor No indicates whether record
has passed validation edits. A No
indicates the case has errors.

Add Caregiver

Click Add C iver button at the top of the Search/Results screen in order to add a
new caregivér. State userswill get an interim screen that will allow them to choose

DHF = Kinship Care Add Caregiver

| Create New Case Mumber I County/Tribe !_ vl

State users must select a County/Tribe before a new Case Mumber can be created.

which County/Tribe they want the new Caregiver to be added.

The new Caregiver Case # will be the current highest Caregiver Case # for the
County/Tribe plus 1.

Web Kinship Care Tracking System (KCTS)
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Caregiver

Click Update

save your
changes.

This Caregiver to

Click Add
Childfor This
Caregiver to
add anew child
to the currently
displayed
caregiver.

Click Delete This
Caregiver to
deletethe
currently
displayed

caregiver.

Clicking on a Caregiver Case # on the Results section of the Search/Results screen

CHFS Klnghip Cane Cansgver

Case % [IOTO000Z Updetm This Caragroar |
/W"—“‘—Mm’/ Lkelane Diate [EO0T-D9 25 1630240
CARES Cane 1102203333 CourtyTrbe Casa |
Caregwer Mame: Last ISrnllhi
First[Jobmn Ml
Address W MAdrazs (Line J) |
Gyt Exata [ WIECOHEN =l
fip o [55555 Bt Diatie ¥4 ¥-kibE0D [1 551214
Gandar ﬁ Hispanic/Labino? m
Raca 1 |whils ﬂ
Raca 2| Marth or South Arsrican idien =]

Raca 3 | Mative Heseriien o Cthar Faciic In.'larl:hrd

#Recidante in Caregier Home |4 SaN |13
Housshald Typs | Mamed Caupla _1'_J mamal Stalus |Mnr|ind, Living Togethar :J
Educational Leval | Hgh Schoal Diploma, GEDHEDP ;] Employmen Staius |Emplcr_-,-':.1 d

Updaia This Caregiver |

Atd Chilbor Ths Ceegiver |~ Delew ThisCavagher |

opensa or editing the Caregiver information already in the system.

Update

In order for your editsto be saved, you must click Update This Caregiver. After you
make any changes, hit the Refresh button in the toolbar of your web browser, in order
to view those changes in the Search/Results screen.

Fields

Hereisalist of thefields on the Caregiver screen:

Case#. Thisisthe Caregiver Case # assighed by Web KCTS. Thisfield isread-only;
you will not be ableto change thisfield.

County/Tribe. Thisisthe County/Tribe Code and the name of the County/Tribe.
Thisfieldisread-only; you will not be able to change thisfield.

Update Date. Thisisthe last time thisrecord was updated. Thisfield isread-only;
you will not be ableto change thisfield.

CARES Case#.
County/Tribe Case#. Thisisthe case # assigned by your county, if appropriate.
Last Name.

Web Kinship Care Tracking System (KCTS)
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First Name.
Middlenitial.
Address.
AddressLine2.
City.

State.

Zip Code.

Birth Date.
Gender.
Hispanic/L atino?
Race 1.

Race 2.

Race 3.

Number of Residentsin Caregiver Home. Thisisthe number of childreninthe
caregiver’s home receiving kinship care plus the caregiver.

SSN.

Household Type.
Marital Status.
Educational Level.
Employment Status.

Validation Error Messages

Validation error messages are the explanation that goes with each validation error.
Any validation error messages will appear in red (see page 23 for alist of validation

OHF S Minship Cane Careger

Cage ¢ [IN0000Z [ Updals This Carsgreer |
CauntpTrbe [007 Adams Lipdats Cale [2001-10-05 10:53 30 545

atin et b flked in. (Ermr 98,
amirg-Plaasa iry ko obtan cogvet Birth Dt
GARES Cane #f02I03353 CourkyTrs Come 4
Camgiser Hams: Land:lSmih—.
Fed| Mo
bddrass [122 Ay Samt Adbesa e[
cigl Siate [+ SCOMSIN =]
Tip Cada [E5555 BithDae ¥yvy-Mmon
Gander |k =] HispaniciLatia? [ =]
Race 1|whis =
Race 2 | MHorh or Souh Amencen Indien =l
Race 3 | hladve Haweian or Cther Pacific ldlander =)
#Residerts n Carcoper Homa [a gan [Taz4m2Es
Hauzahold Trpnjhdnmnu Coupla =| Metanital Stahes m
Educatbnal Ll | Hih School Diplcrna GEDNEDFE =] Ernplaymem Stats | Empl cwac =

Upde ThisCaregiomr |

Addchlddar This Camgiver | Cielets This Caregreer |
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errors). Warningswill appear in magenta.

Any cases that have errors will not be counted in your county’ stotal caseload.
Please make every effort to correct all of the errorsin al of your cases.

Add Child for This Caregiver

Add Child far This Caregiver

Click on Add Child for This Caregiver in order to add aNEW child. The new Child
Sequence will be the next |etter after the current highest Child Sequence for the case.

Web Kinship Care Tracking System (KCTS) Using Web KCTS - 13



Child

Click Update
ThisChild to
save your
changes.

Click Add
Payment
Episode for
ThisChild to
add anew
payment
episode to the
currently
displayed

child.

Click Delete This
Child to delete
the currently
displayed child.

Clicking on a Child Sequence on the Results section of the Search/Results screen

T t e ok
Care #[DITIOME | chid Serf Tyaie ot [ 0 B
CARES Pﬂlm Thek lnhiiﬁlb&hmnlmﬁgb:: m
Chik Marre Last [Smim
Phisi [ barress. T it o
B [11 ETm Bith Das YO0 fiasam 23
Gardar|ta =] Hepane o Latrm? [Ha 7]
Raca 1 [vhim =]
Race 2| Hort or South Smeacan noken =
R 3| Histivs Hamad on or Dy Fech sl 5]
Cara Thypsa | Pzl ey Firahin Cesm [o BE7Gm)] =) P i arceh iy 1o Pt ana i | Gren kil =
Cout Delorsad Piacanent? [Ho ¥ Chld Tean Param? [l ¥]

Toan pestarls thabl riaitkss with bl 16 1hes ——
lirahip pheanant? | 17 2

U.E, Clizen? |vas =

Kirchip pagranl akea being mad e b child l__|'
aitba ear parent? LiL}

Chill P aivas Digabikty Bemalla? [Ho =

Wo, Amoant of Lseamed nfome |1 Camenity Errmlied in Schael? [7ex =]
Ll vt Gpmgieted [ o Fosmal o caion | okl Disnct 014
Molbar's Carmurd Sighus [bamad 7] Fathars Cumend Stabus [lismad 7]
tather TPR Mo =] Father TRR[Ho =]
Gurent Relstisnchip of Farents t each Cthar| Doromn =]

Lipdatp This Child |
Nens ascreen for editing the child information already in the system.

Update

In order for your ed, you must click Update This Child. After you make
ges, hit the Refresh button in the toolbar of your web browser, in order to
view those changes in the Search/Results screen.

Fields

Hereisalist of the fields for the Child screen:

Case#. Thisisthe Caregiver Case # assigned by the Web KCTS. Thisfield isread-
only; you will not be able to change thisfield.

Child Sequence. Thisisthe Child Sequence assigned by Web KCTS. Thisfieldis
read-only; you will not be able to change thisfield.

Update Date. Thisisthelast timethisrecord was updated. Thisfieldisread-only;

Add Payment Episode for This Child | Delete This Child |

you will not be ableto change thisfield.
CARESPIN.
Thisisan Ineligible Sibling of an Eligible Child.

Web Kinship Care Tracking System (KCTS)
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Last Name.

First Name.

Middlenitial.

SSN.

Birth Date.

Gender.

Hispanic/L atino?

Race 1.

Race 2.

Race 3.

CareType.

Relationship to Relative Caregiver.

Court Ordered Placement?

Child Teen Parent?

Teen parent'schild resideswith him/her in thisKinship placement?
Kinship payment also isbeing made for child of theteen parent?
U.S. Citizen?

Child Receives Disability Benefits?

Monthly Amount of Unearned Income.
Currently Enrolled in School ?

Last Grade Completed.

School District.

Mother’s Current Status.

Father’'sCurrent Status.

Mother TPR?

Father TPR?

Current Relationship of Parentsto Each Other.

Web Kinship Care Tracking System (KCTS) Using Web KCTS -
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Validation Error Messages

Validation error messages are the explanation that goes with each validation error.
Any validation error messages will appear in red. Warningswill appear in magenta.

DHFS Kinship Care Chidd Lipciaig This Chid

s #[IOTINRE | hikd San & Lctste Date ERT-IHIET 12204 2080

I:FFE,SF'NW This b3 ar baktds Biling |H|E{hﬁ%m
Childbame Laet fomm
Frat [lome: Pk il 3
24 00001000 Bk Datw ¥rw b
caner [ =] Hepark arlstea? [ =]
Fare 1 | =]
Rare 2 [ =]
Pare 3 [ =
MT!WF*JW'!"""‘H! Coan [ ARG T[] _'J Rolatinchip 11 Hmtaqml{l:-wa--:khlc -r|
Cout Oitorad Placamani? [ 5] Chi Tasn Parent? oy =]
Temn parent's chid e:m:uﬂilm:mm K Eyment “WW::T::'Q'.;E‘?E
0.5, Coian [ves = Child Recerves ety Bensits? [Ho =]
rh gt of Ureamadkbcee [T Curvarrty Enaaiked n Schial? [vaz =]
Lan Brada Coaclited [ =] Seheal Ceawiet o1 2
Wotte s Gl St [Maned =) Fathers Curert Stotus [Waned =1

Any cases that have errors will not be counted in your county’ stotal caseload.
Please make every effort to correct all of the errorsin all of your cases.

Add Payment Episode for This Child

The new Payment Episode Start Date will default to the current date. The user will
have the opportunity to change the date before approving the record. After the

DHFS Fahip Care Payoesa Epsede
Clekd Hiane Srpith, Janes B | Appiove This Fayme i Cpisade 1
Case & IDOBRE] i Saq B
Fagpuuenit STy Dace TV b i oe-0e Fecord Update D [
Dewed Dstfernnation | 5] Do Frecened YTTY-RM-DD [
Appticant HotBed [ 5]
Baymer End Dnie TYYY-MB[ Pwmect Termenon Eeazon | |
Comt-Crder Star Date TYTT-WM-DD[  Cowr-OréerEnd Dae Yrrv-pad-oo [
On Waitst? [HO 5] County-Fusded? [F0 1]

Apprmym This SmameniE pros |

Dakila This Pavmani Eptinss. |

record has been approved, you will no longer be able to change the payment start
date. If you need to make a change to the payment start date, please contact the
State Central Office (see page 28). Please be sureto put in a court-order start date if
the child is on a court-ordered placement. If the court-order ends and the child is still
receiving kinship care, you must enter in the court-order end date.
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Payment Episode

Click Update
This Payment
Episode to save
your changes.

Clicking on a Payment Episode Start Date for a case on the Results section of the
Search/Results screen opens a screen for editing the payment episode information
aready in the system.

DIHFE Tl Cre Py Eprsde

Click Delete This
Payment Episode
to delete the
current
displayed
payment
episode.

R —f—  Updsta Thia Feymant Eplacda ]
C'aze & [TO00E Ol Seq B
Fagemrent Stactieny Crate YT Y-3004 [IERGIEN Fercord Update Do ERIRR07 A0 S0I8
Tiesied Determecation [FRILE] Diage Beceved TYFERMLID
Applcant Vetfed | 3]

Fayment Ead Drage YT Y -1 [1935H1E Fuproeent Ternnation Beason [Chid doesnol o i n Kngen mg wh nesing =

Covet-Cvder Start Dote TEYE RO DI [ | Coa-OrderBad Daes TYFERLID[

Cin Waitit? [MD 3] Couty-Funded? [uo 5]

Uipcste This PegmentEpisode |

Diaditn This Pegerveant Epe ook |

Update

In order for your editsto be saved, you must click Update This Payment Episode.
After you make any changes, hit the Refresh button in the toolbar of your web
browser, in order to view those changes in the Search/Results screen.

Fields

Hereisalist of the fields on the Payment Episode screen:

Child Name. Thisisthe Child Name from the Child record. Thisfield isread-only;
you will not be ableto change thisfield.

Case#. Thisisthe Caregiver Case # assigned by Web KCTS. Thisfield isread-only;
you will not be ableto change thisfield.

Child Sequence. Thisisthe Child Sequence assigned by Web KCTS. Thisfieldis
read-only; you will not be able to change thisfield.

Payment Start/Deny Date. Thisisthe Payment Start Date. Thisfield isread-only;
you will not be able to change thisfield, except for ajust-added record. If you need
to make a change to thisfield, please contact the State Central Office (see page 28).

Update Date. Thisisthelast time thisrecord was updated. Thisfield isread-only;
you will not be ableto change thisfield.

Denied Deter mination.

Date Recelved.

Applicant Notified.

Payment End Date. This closes the Payment Episode.
Payment Termination Reason.

Court-Order Start Date.

Web Kinship Care Tracking System (KCTS) Using Web KCTS - 17



Court-Order End Date.

On Waitlist? If achild ison awaitlist, open a payment episode and fill inyesin the
waitlist field. If the child moves from the waitlist to receiving a payment, close out the
payment episode and open anew payment episode with no in the waitlist field.

County-Funded? If a child is funded with county dollars, open a payment episode and
fill inyesin the county funded field. If the child moves from being funded with
county dollarsto funded with Temporary Assistance to Needy Families (TANF)
funds through the state, close out the county funded payment episode and open a
new payment with no in the county funded field.

Validation Error Messages

Validation error messages are the explanation that goes with each validation error.
Any validation error messages will appear inred. Any cases that have errorswill not
be counted in your county’ stotal caseload. Please make every effort to correct all of
theerrorsin all of your cases.

DHF S Kinship Care Fayman Epkode
Cthid Mame Smith, Jamees & | Upcin This Paymam Episode: |

Caee @ 00700002 Chikd Seq B
Payrinenl StanDeny Dala ¥F7Y-hk [TREE-02 Upidate Dete |2001-10-051 26002414

I _I] L ab= = preseni ..I'."I =0 Lieler ALK T e B O [ L [Tar O
Denied Determination =] Daie Recered ¥YYY-MK-DD
Aaplican Natified | Ha =

X
Fayrnem Erd Dale Y7 7-KM 133610 | Faymenl Terminalion Reason |L—|l||‘:| = aceuing 53 _"'J

LUkt

Dalate This Feymnant Episode |
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Administration

Administration is a collection of functions that can be performed by users having
administrative rights. To go to the Administration screen, click the Administration

button on the MainMenu screen. (Only DHFS administrative users can use this
function.)

Look-Ups Administration Menu

Liwede T Adeninistration Mero.

Core Type CountyTrbe | Educationsl L evel | Employmem Sistus |
Hausehold Type | Merited Stosus | Parsrimeiatonerin | ParerSiens |
Pewment Tamminahon Femson | Face | Raledarehip Sex
Btaa |

Select aLook-Up to administer by placing the mouse pointer on its button and
clicking the mouse.

Aetum o Look-Ups Adminestreian Menu

THFE ECTE CARE_TYFE ADMIMNISTRATION

CARE TYPE CODE CARF TYPE DESCRIPTION DISPLAY ORDER OESOLETE *
I [Raqui = Kinzhip Cara [5 4867 [3m)] [or] e

Iz [LongTam Kinship Care [5 46 5730 = Mo

| | lﬁ Mo
Update |

Retum o Look-Up= Administshon Menu |

Administering Care Type Look-Up (Example)

Y ou can enter the Care Type information and click the Update button after you have
completed your dataentry.

Y ou cannot change the value or code. Y ou can only change the description, the
display order, and the obsol ete indicator.

Y ou cannot delete any items. Y ou can set the obsoleteindicator to Y esinstead.

The blank row at the bottom isto allow you to add a new code or value, with its
description and display order.

Hit the Return to Look-Ups Administration Menu button when done.

Web Kinship Care Tracking System (KCTS) Using Web KCTS - 19



Confirm Delete

Confirm Delete (This will really delete the record, not just martk it as obsoletel)

Canfirm Delete Payment Episode |Casenum:| Childseq; I_ Startdate (YYYYMM)I

Confirm Delete will physically delete arecord, not just mark it as obsolete. Only
Confirm Delete for a Payment Episode is offered at thistime. This can be used to
avoid duplicate key problems on non-administrative user-deleted Payment Episodes.

Initial Validation

Trrtied Walidanor
Vaidee CaregieiFecorts. | Begmeoanty 01 EndCoumy 121
Velidats ChikiRecords | Boem Goansy |00 | EngGoumy [120
‘Walidata Fayment Episnde Fecards |Eeg:n oty W End Coumby lﬁ

Initial Validation is aone-time function doneto initially set the Valid Indicator in each
Caregiver, Child, and Payment Episode record.
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Reports

There are several possible reports for you to use to gather counts of the kinship care
data entered into the system for your county. Please notethat if ANY of your cases

have errors, they will not be counted in any of the reports (unless the “Including

Validation Errors’ option is selected). Thiswill affect your total case count numbers.

Please make every effort to correct al the errorsthat exist in all of your cases.

Current Open, Closed, and Total Counts of Cases

and Children (Example)

DHFE Emship Care Cases and Children Counts Feaulte

Charent Open, Closed, aed Total Counts of Cases and Children
Count Coses ond Children I Counkyn e Das

Count Casas snd Children. Including alidity Erors |

Fmship Care Tracking Syatem
Chwrvent Open, Closed, and Tota Counts of Cages and Chddren
Enclading Cases Witk Validior Berors
Fum 2002-07-26
65 Open Cazes, 90 Open Chdldren
31 Tlosed Camss. 47 Closed Chiden
96 Total Cases. 13T Total Children.

Fatum o Fepors bManu |

Y ou can use the browser Print button to print out this report.

Hit the Return to Reports Menu button when done.

If there are additional reports that you would like to obtain, please contact the State

Central Office (see page 28).
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Utilities

Y ou must signoff by the 10" of each month in order to avoid any penalties. This
informs the State Central Officethat all your data has been entered and corrected for

the month.

Signoff

CoumlyTilie: Dane

Fiatum 1o Lhildas Mary

COHINTY TRIEE

CUTOFF DATE USER 0¥

DHES Kmship Car= Sgoaff

ACTUAL DATEYYTY- MM TOTAL DENED CHILDREEN COUNT

Iﬁ [Dane

[eom-11-10

[2om-12-10

[EimE=A-10

[ELDER=AT

|B0d205-10

[zonz-0+10

[EO0E-CE-T0

001900

Y ou can enter the User ID and Actual Datefields, also the Total Denied Children
Count, and then click the Update button after you have completed your data entry.

Y ou cannot change any other fields. Y ou cannot delete any items.

Hit the Return to Utilities M enu button when done.
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Validation Edits/Errors

Caregiver

Warning—Proposed Caregiver Birth Dateis not avalid date. Must usetheformat YYYY-MM-DD. Restoring old value.
Warning—Proposed Number Current Residents in Caregiver Homeis not numeric. Restoring old value.
Warning—Please try to obtain the Caregiver Birth Date.

Warning—Please try to obtain the Caregiver SSN.

Error 1A—Caregiver Last Name must befilled in.

Error 1BB—Caregiver First Name must befilled in.

Error 2—If CARES Case #isfilled in, it must be 10 digits.

Error 6A—Caregiver Birth Dateisnot avalid date. Must usetheformat YYYY-MM-DD.

Error 6B—Caregiver Birth Date indicates Caregiver who is under age 18. Must be avalue of 18 years or older.
Error 7A—If Caregiver Zip Codeisfilled in, it must be 5 digits.

Error 7C—Caregiver City must befilled in.

Error 7D—Caregiver State must befilledin.

Error 8A—Caregiver Gender must befilledin.

Error 8B—Caregiver Gender must be Male or Female.

Error 9A—Caregiver Hispanic/Latino must befilled in.

Error 9B—Caregiver Hispanic/Latino must be Yes or No.

Error 9C—Caregiver Race 1 must befilled in.

Error 9D—Caregiver Race 1 must be White, Black, North or South American Indian, Asian, or Native Hawaiian or Other
Pacific Ilander.

Error 9E—Cannot have Caregiver Race 2 or 3 unlessfirst thereisaRace 1.
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Error 9—Cannot have Caregiver Race 3 unlessfirst thereis a Race 2.

Error 9G—Caregiver Race 2, if filled in, must be White, Black, North or South American Indian, Asian, or Native Hawaiian
or Other Pacific Ilander.

Error 9H—Caregiver Race 3, if filled in, must be White, Black, North or South American Indian, Asian, or Native Hawaiian
or Other Pacific Ilander.

Error 9l—Caregiver Race 2, if filled in, cannot be the same as Race 1.

Error 9J—Caregiver Race 3, if filled in, cannot be the same as Race 1.

Error 9K—Caregiver Race 3, if filled in, cannot be the same as Race 2.

Error 10—If Number of Current Residentsin Caregiver Homeisfilled in, it must be avalid number.

Error 11A—Caregiver SSN must befilled in (Fill in with all zeroesif not known). Do not make up a number.

Error 11B—Caregiver SSN must be 9 digits. (Fill in with all zeroesif SSN is not known.) Do not make up anumber.

Error 11C—Caregiver SSN isinvalid. First 3 digits cannot be 000 or greater than 799. Middle 2 digits cannot be 00. Last 4
digits cannot be 0000. (Nine zeroesisacceptableif SSN is not known.)

Error 11D—Caregiver SSN isinvalid. Cannot be the same digit repeated 9 times. (Nine zeroesis acceptableif SSN is not
known.)

Error 13A—Caregiver Marital Status must befilledin.

Error 13B—Caregiver Marital Status must be Single, Never Married, Married, Living Together, Married, but Separated,
Divorced, or Widowed.

Error 14A—Caregiver Educational Level must befilled in.

Error 14B—Caregiver Educational Level isinvalid.

Error 15A—Caregiver Employment Status must befilled in.

Error 15B—Caregiver Employment Status must be Employed, Unemployed, Looking for Work, or Not in Labor Force.

Error 16—Caregiver must have at least one Child.

Child

Warning—~Proposed Child Birth Dateisnot avalid date. Must usetheformat YYYY-MM-DD. Restoring old value.

Warning—~Proposed 'Court-Ordered Placement’ of 'No' or Null is not allowed aslong asthereis a Court-Order Start Date
(inaPayment Episode). Setting valueto'Yes.

Warning—Proposed Monthly Unearned Income Amount is not numeric. Restoring old value.

Warning—Please try to obtain the Child SSN.
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Error 16A—Child Last Name must befilled in.

Error 16B—Child First Name must befilled in.

Error 17—If CARESPIN isfilled in, it must be 10 digits.

Error 19A—Child SSN must befilledin. (Fill inwith all zeroesif not known.) Do not make up anumber.

Error 19B—Child SSN must be 9 digits. (Fill inwith all zeroesif SSN isnot known.) Do not make up anumber.

Error 19C—Child SSN isinvalid. First 3 digits cannot be 000 greater than 799. Middle 2 digits cannot be 00. Last 4 digits
cannot be 0000. (Nine zeroesisacceptableif SSN is not known.)

Error 19D—Child SSN isinvalid. Cannot be the same digit repeated 9 times. (Nine zeroesis acceptableif SSN is not
known.)

Error 20A—Child Birth Date must befilled in.

Error 20B—Child Birth Dateisnot avalid date. Must usetheformat YYYY-MM-DD.

Error 20C—Child Birth Date indicates open Child who is over age 19. Must be avalue of 19 yearsold or younger.
Error 20D—Child Birth Date isafuture date.

Error 20E—Child Birth Date indicates closed Child who was over age 19 before close date (Payment End Date). Must
either adjust Child Birth Date or Payment End Date.

Error 21A—Child Gender must befilled in.

Error 21B—Child Gender must be Male or Female.
Error 22A—Child Hispanic/Latino must befilled in.
Error 22B—Child Hispanic/Latino must be Yesor No.
Error 23A—Child Race 1 must befilled in.

Error 23B—Child Race 1 must be White, Black, North or South American Indian, Asian, or Native Hawaiian or Other
Pacific Islander.

Error 23C—Cannot have Child Race 2 or 3 unlessfirst thereisaRace 1.
Error 23D—Cannot have Child Race 3 unlessfirst thereisaRace 2.

Error 23E—Child Race 2, if filled in, must be White, Black, North or South American Indian, Asian, or Native Hawaiian or
Other Pacific |slander.

Error 23F—Child Race 3, if filled in, must be White, Black, North or South American Indian, Asian, or Native Hawaiian or
Other Pacific |slander.

Error 23G—Child Race 2, if filled in, cannot be the same as Race 1.

Error 23H—Child Race 3, if filled in, cannot be the same as Race 1.
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Error 23I—Child Race 3, if filled in, cannot be the same as Race 2.

Error 26—If Child is a Court-Ordered Placement, you must enter the Start Date of the Court Order (on the Payment
Episode).

Error 28—Child U.S.Citizen must befilled in.

Error 30—If Monthly Unearned Income Amount isfilled in, it must be avalid number.
Error 32A—Child Last Grade Completed must befilled in.

Error 32B—Child Last Grade Completed isinvalid.

Error 39—Child must have at least one Payment Episode.

Payment Episode

Warning—~Proposed Payment Start Dateisnot avalid date. Must usetheformat YYYY-MM. Restoring old value.
Warning—Proposed Payment Start Date already exists for this Child. Restoring old value.

Warning—~Proposed Payment End Dateisnot avalid date. Must usetheformat YYYY-MM. Restoring old value.
Warning—Proposed Received Dateisnot avalid date. Must usetheformat YYYY-MM-DD. Restoring old value.

Warning—~Proposed 'Court-Order Start Date' isnot avalid date. Must usetheformat YYYY-MM-DD. Restoring old
value.

Warning—~Proposed 'Court-Order End Date' is not avalid date. Must usetheformat YYYY-MM-DD. Restoring old
value.

Warning—Waitlist Payment Episodes are allowed but are not valid and do not count in reports other than Waitlist
Reports.

Warning—County Funded Payment Episodes are allowed but are not valid and do not count in reports other than County
Funded Reports.

Error 51A—Payment Start Dateis not avalid date. Must usetheformat YYYY-MM.

Error 51B—There can only be one open Payment Episode. Another Payment Episode exists in which thereisno End
Date. One of these Payment Episodes will need to be closed.

Error 51C—There can be no overlapping Payment Episode. Another Payment Episode exists, such that its Start and End
Dates overlap with the current Start Date.

Error 51D—Payment Start Date cannot be later than Current Date. Use the Waitlist field to indicate Waitlist.

Error 51E—Payment Start Dateis earlier than reasonable.
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Error 51F—An open Payment Episode can have no other Payment Episode, closed or open, with alater Start Date.
Another Payment Episode exists with this later Start Date. The earlier Payment Episode will need to be closed.

Error 52A—Payment End Date, if filled in, must be avalid date. Must usetheformat YYYY-MM.
Error 52B—Payment End Date cannot be earlier than Payment Start Date.
Error 52C—Payment End Date cannot be later than Current Date. Use the Waitlist field to indicate Waitlist.

Error 52D—There can be no overlapping Payment Episode. Another Payment Episode with End Date exists, such that
these dates overlap with the current Start Date or End Date.

Error 54A—If an End Date is present, Denied Determination must be Y es or No.
Error 54B —If Denied Determination is Y es, there must be an End Date.

Error 54C—If Denied Determination is Y es, there must be a Payment Termination Reason.

Error 54D—If Denied Determination is Y es, then Payment End Date should not be more than 4 months after Payment Start

Date. Must either adjust Denied Determination or Payment End Date.
Error 55—Date Received, if filled in, must be avalid date. Must usetheformat YYYY-MM-DD.

Error 56A—Court-Order Start Date, if filled in, must be avalid date. Must usetheformat YYYY-MM-DD.
Error 56C—Court-Order Start Date cannot be |ater than Current Date.

Error 57A—Court-Order End Date, if filled in, must be avalid date. Must usethe format YYYY-MM-DD.
Error 57C—Court-Order End Date cannot be later than Current Date.

Error 57D—Cannot have Court-Order End Date, if Court-Order Start Dateisnot filled in.

Error 57F—Court-Order End Date cannot be earlier than Court-Order Start Date.

Inter- and Intra-Case SSN

Error 101—Open Child SSN occurs elsewhere in an open case as a Caregiver SSN.
[Then either:]

The other caseisin your county. Please do a Search on the SSN to find both cases, and correct.
[Or]

The other caseisin another county. Please contact the State Central Office* to resolve thisissue.

Error 102—Open Child SSN occurs el sewhere in an open child asa Child SSN.
[Then either:]

The other caseisin your county. Please do a Search on the SSN to find both cases, and correct.
[Or]

The other caseisin another county. Please contact the State Central Office* to resolve thisissue.

Error 111—Open case Caregiver SSN occurs elsewhere in an open child as a Child SSN.
[Then either:]

The other caseisin your county. Please do a Search on the SSN to find both cases, and correct.
[Or]

The other caseisin another county. Please contact the State Central Office* to resolve thisissue.
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Error 112—Caregiver SSN occurs elsewhere in your county in another case as a Caregiver SSN. Please do a Search on the
SSN to find both cases, and correct.

Error 121—Open case Caregiver SSN occurs elsewherein an open case in another county with one or more of the same
children, as a Caregiver SSN. Please contact the State Central Office* to resolve thisissue.

Error 131—Caregiver SSN occurs el sewhere in the same case as a Child SSN. Please do a Search on the SSN to find the
case involved and correct.

Error 132—Child SSN occurs elsewhere in the same case as a Caregiver SSN. Please do a Search on the SSN to find the
case involved and correct.

Error 133—Child SSN occurs el sewhere in the same case as another Child SSN. Please do a Search on the SSN to find the
case involved and correct.

Error 141—There can be no overlapping Payment Episode. Another Payment Episode in another case for the same Child
(identified by SSN) exists, such that its Start and End Dates overlap with the current Start Date and End Date.

[Then either:]

The caseisin your county. Do asearch on the SSN to see the cases. The Payment Episodes Start and End Dates will
need to be adjusted.

[Or]

The caseisin another county. Please contact the State Central Office. They will need to do asearch onthe SSN. The
Payment Episodes Start and End Dates will need to be adjusted.

Error 142—There can be only one open Payment Episode. Another Payment Episode in another case for the same Child
(identified by SSN) existsin which thereisno End Date.

[Then either:]

The caseisin your county. Do a search on the SSN to see the cases. One of these Payment Episodes will need to be
closed.

[Or]

The caseisin another county. Please contact the State Central Office. They will need to do a search on the SSN, and one
of these Payment Episodes will need to be closed.

Error 143—An open Payment Episode can have no other Payment Episode, closed or open, with alater Start Date.
Another Payment Episode, in another case for the same Child (identified by SSN), exists with thislater Start Date.

[Then either:]

Thecaseisinyour county. Do asearch on the SSN to see the cases. The earlier of these Payment Episodes will need to
be closed.

[Or]

The caseisin another county. Please contact the State Central Office. They will need to do a search on the SSN, and the
earlier of these Payment Episodes will need to be closed.

Error 144—There can be no overlapping Payment Episode. Another Payment Episode in another case for the same Child
(identified by SSN) exists, such that its Start and End Dates overlap with the current Start Date.

[Then either:]

The caseisin your county. Do asearch on the SSN to see the cases. The Payment Episodes Start and End Dates will
need to be adjusted.

[Or]

The caseisin another county. Please contact the State Central Office. They will need to do asearch onthe SSN. The
Payment Episodes Start and End Dates will need to be adjusted.
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CONTACT INFORMATION

DHFS Help Desk (for technical assstance) 608-267-7775
Paula Brown, Kinship Care Program Coordinator 608-267-7287
Ruth Murphy, Kinship Care Data Coordinator 608-266-5330
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